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Substitute/Per Diem Teachers

Currently Employed Substitutes

Click to log into SubCentral, and to access the following resources for SubCentral
users:

SubCentral 2.0 Instruction for Substitute Teachers

SubCentral Quick Reference Card

SubCentral Fact Sheet

Click to access the Substitute Teachers Handbook.

Substitute Teacher Renewal Requirements for 2014-15.
Click for more information about Substitute Paraprofessionals.

Click for more information about Full Time Teachers.

New Hire Information

Effective April 11,2014, 4:00 PM, nominations for Substitute Teachers will NOT
be accepted for the 2013-2014 school year. For your reference, below is the
standard hiring process:

Anomination mustbe submitted online by a NYC public school principal interested
the candidate’s services.

If a candidate has been successfully nominated, the nominee will be e-mailed
information on how to access and complete the online application.

In addition, the principal will have the ability to view all the nominations created as
well as view the application status and details of the candidates nominated.

If the nominee is NYS certified, she/he will go through an expedited processing for
hire.

If the nominee is not NYS certified, he/she must successfully complete the
Assessmentand Training components to be eligible to begin working in the
nominating school. Uncertified candidates who do not successfully complete the
assessmentand training may not work as a substitute, even in the nominating
school. Those candidates successfully completing the assessmentand training
components will be eligible to work in all schools.

For both NYS-certified and uncertified teacher nominees, invitations are e-mailed to
be processed for an Occasional Per Diem Certificate (OPDC). All details are
emailed to potential nominees and candidates at various times during the
processing.

Other important information:

¢ Individuals serving as Occasional Per Diem teachers do not receive benefits
and are paid a per diem contractual rate for actual days worked.

¢ |fan OPD teacher exceeds forty days of substitute service in one school year,
the teacher is required to complete six credits of professional education
courses unless all education requirements have already been met. These
courses must be in accordance with an OPD Educational Plan that is
created as a part of the process of becoming a substitute teacher. Renewal
of the OPDC for the following school year is dependent upon the successful
completion of the six credits of professional education courses by August 31
of the school year in which the forty days were exceeded.

Pay Rate
The current rate of pay for a substitute teacher is $154.97 per day.

Paycheck Distribution

Substitute teachers are paid semi-monthly. Paychecks are sentthe employee’s
home address. If you have any questions, ask a payroll secretary to check the
payroll system to see where your check has been directed. You mayalso apply for
directdeposit.

http://schools.nyc.gov/Offices/DHR/SubTeachers.htm

Community and Partners

Contacts

HR Connect

65 Court Street, Room 102
Brooklyn, NY 11201

(718) 935-4000

Key Documents

HR Forms
Fingerprinting & Employee IDs

Employment Verification

Update Your Personal HR Record

Principals' Portal (login required

>more

12


javascript:doRadGoogleSearch();
http://schools.nyc.gov/
http://schools.nyc.gov/
http://schools.nyc.gov/Offices/
http://schools.nyc.gov/Offices/DHR/
http://schools.nyc.gov/AboutUs/
http://schools.nyc.gov/Academics/
http://schools.nyc.gov/ChoicesEnrollment/
http://schools.nyc.gov/Offices/
http://schools.nyc.gov/Offices/DHR/
http://schools.nyc.gov/Offices/DHR/HealthBenefits/
http://schools.nyc.gov/Offices/DHR/HealthBenefitsLeavesAbsence/
http://schools.nyc.gov/Offices/DHR/CareerOpportunities/
http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/
http://schools.nyc.gov/Offices/DHR/CentralAdministrativeManagerialEmployees/
http://schools.nyc.gov/Offices/DHR/Retirement/
http://schools.nyc.gov/Offices/DHR/EmployeeIncentiveandDiscounts/
http://schools.nyc.gov/Offices/DHR/DHRForms/
http://schools.nyc.gov/Offices/DHR/EmployeeSafety/
http://schools.nyc.gov/Offices/DHR/HumanCapitalData/
http://schools.nyc.gov/Accountability/
http://schools.nyc.gov/RulesPolicies/
http://schools.nyc.gov/community/
http://schools.nyc.gov/StudentSupport/
http://schools.nyc.gov/ParentsFamilies/expectsuccess.htm
javascript:checkExtLink('http://arisparentlink.org/','_blank');
http://schools.nyc.gov/advance.htm
http://schools.nyc.gov/AboutUs/leadership/PEP/default.htm
http://schools.nyc.gov/Academics/CommonCoreLibrary/default.htm
http://schools.nyc.gov/community/facilities/sustainability/default.htm
http://schools.nyc.gov/Careers/
javascript:checkExtLink('https://subcentral.eschoolsolutions.com/','_blank');
http://schools.nyc.gov/NR/rdonlyres/D8D9D07B-DCA9-45AC-9302-02CF15079CDC/0/SubCentralWebcastSubstituteTeachers2012.pdf
http://schools.nyc.gov/NR/rdonlyres/26FACA39-8B06-4B9D-81C1-BD50C5E0BB4C/0/SubCentralQuickReferenceCard2012.pdf
http://schools.nyc.gov/NR/rdonlyres/51FCD2B0-7E55-4F5C-9E43-79D2F798A39B/147592/SubCentralFactsforSubsNEW13_14.pdf
http://schools.nyc.gov/NR/rdonlyres/EF8DB650-9BD3-4A5B-8BC1-9357461BA4E1/0/SUBTEACHERONLYHANDBOOKFINAL.pdf
http://schools.nyc.gov/NR/rdonlyres/5D285A15-D6D0-4E97-AF6A-EC7C57A723CE/0/STERenewalRequirementsfor20142015V3.pdf
http://schools.nyc.gov/Careers/SubPara
http://schools.nyc.gov/Teachers/default.htm
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayrollAdministration/Direct+Deposit+%28EFT%29.htm
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm
http://schools.nyc.gov/Offices/DHR/Fingerprinting+Employee+IDs+and+Smart+Cards.htm
http://schools.nyc.gov/Offices/DHR/EmploymentVerification.htm
http://schools.nyc.gov/offices/dhr/hrrecord
http://intranet.nycboe.net/DOEPortal/Principals/default.htm
http://schools.nyc.gov/Offices/DHR/KeyDocuments/
http://schools.nyc.gov/Languages/Arabic.htm
http://schools.nyc.gov/Languages/Bengali.htm
http://schools.nyc.gov/Languages/Chinese.htm
http://schools.nyc.gov/Languages/Welcome.htm
http://schools.nyc.gov/Languages/French.htm
http://schools.nyc.gov/Languages/haitiancreole.htm
http://schools.nyc.gov/Languages/Korean.htm
http://schools.nyc.gov/Languages/Russian.htm
http://schools.nyc.gov/Languages/Spanish.htm
http://schools.nyc.gov/Languages/Urdu.htm
http://schools.nyc.gov/ParentsFamilies/
http://schools.nyc.gov/Students/
http://schools.nyc.gov/Employees/
http://schools.nyc.gov/CommunityPartners/

5/14/2014 Substitute/Per Diem Teachers - Human Resources - New York City Department of Education

Click for more information about the Per Diem Payroll Frequently Asked Questions.

Employee IDs

Smart Cards are no longer in use. Click on Fingerprinting and Employee IDs for
more information.

Certification

Substitute teachers who do not have certification and are not preparing to become
certified are limited to a maximum of 40 working days per year.

Click for detailed information about Teacher Certification and Road to Certification
Workshops on the TeachNYC Certification Information page.

Click for more information about Substitute Paraprofessionals.
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